
Blanket Travel
Request Guide

 A step by step guide
with screenshots



      NOTE

If you are a Supervisor or Clinical
Coach, please reach out to your

Department Coordinator to verify
the mileage amount you will be

inputting.

After logging into
Concur through the
CSUF Portal, click

“Start New Request”

STEP 1

Blanket Travel
Request Guide

Create Blanket Travel Request
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Blanket Travel
Request Guide

Blanket Travel Request-Header Information

Division and Department
fields should be

automatically prefilled.

NOTE

Enter Blanket Travel
FY Year - Year

STEP 3

Click In-State
STEP 4

Blanket Travel
(Mileage and Parking)

STEP 6

Enter Blanket Travel
and designate the

year

STEP 8

Enter Fullerton,
California

STEP 9

Enter in Various
cities in California

STEP 12

Click Create Request
to create blanket

travel request

STEP 13

Click Staff or Faculty depending
on employment status

STEP 7

Click State
Blanket Travel

STEP 2

Enter Fiscal Start Date
and Fiscal Year End

STEP 5

Enter THEFD 
STEP 11

Enter 5629 Mileage
Reimbursement 

STEP 10
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Click Add 
STEP 1

Select Mileage
STEP 2

Confirm it’s 
Fullerton, California

STEP 3

Enter distance 150
STEP 4

Click Save
STEP 5

Blanket Travel
Request Guide Blanket Travel Request - Adding Expected Expense
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STEP 1

Click Submit
Request

Scroll Down through the
CSUF Request Agreement

and Click Accept & Continue

STEP 2

Blanket Travel
Request Guide

Submitting Blanket Travel Request

After submitting, make
sure that the request is

green and shows
“Submitted”

STEP 3

Make sure to send the following
items/forms to the department

coordinator:
INF254 (Needs to be

submitted to the University
Police Department)

STD261 (Needs to be signed
annually)

Defensive Driver Training
Certificate (Needs to be
renewed every 4 years)

      NOTE
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After your blanket travel
request is approved, please
submit your blanket travel
expense report monthly for

reimbursement.

       NOTE



End of the Blanket
Travel Request

Guide

If you have any questions, please first contact your 
department coordinator.  

If additional assistance is needed, email coetravel@fullerton.edu or attend
open office hours listed on the COE Travel website

QUESTIONS?

https://ed.fullerton.edu/about-the-college/travel.php

